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100 GENERAL POLICIES

101 VISION, VALUES AND MISSION STATEMENTS

Vision — The most influential advocate for cities, effectively collaborating to create regional solutions.

Values — SCA aspires to create an environment that fosters mutual support, respect, trust, fairness and
integrity for the greater food of the association and its membership.

SCA operates in a consistent, inclusive, and transparent manner that respects the diversity of our
members and encourages open discussion and risk-taking.

Mission — To provide leadership through advocacy, education, mutual support, and networking to cities
in King County as they act locally and partner regionally to create livable vital communities.

(Membership 11-16-2005, 11-18-2009, Board 4-18-2012, Board 4-17-2013)

102 STATEMENT OF PURPOSE

To lead King County cities with a population less than 150,000 that act locally and partner regionally to
create livable vital communities through advocacy, education, leadership, mutual support and
networking. (Bylaws 11-17-04)

103 LOGO, STATIONARY, AND FAX SHEET USE
All use of the SCA logo, stationary and fax cover sheets will remain under the control of the Suburban
Cities Association. (10-16-96)

104 SCA BOARD AND COMMITTEE MEETINGS - MANNER OF ACTING

104.1 SCA Meeting Ground Rules/Protocol/Group Guiding Principles
During SCA Meetings:
= Participate—listen, share your ideas, thoughts and concerns, and ask questions
= One person talks at a time; no side bar conversations, please
= All voices are heard
= Stay on track
= Always RSVP to the SCA office regarding attendance per meeting
* Do your best to do the agreed upon “homework” and reading
=  Turn off cell-phones (1-26-2005)
= Do not promote one city or project above others regardless of size. (7-19-2006)

104.2 Policy recommendations to the Board of Directors that are divisive among the members of SCA
shall be discouraged by the Board as not serving the greater good of the association and its membership.
(10-14-2009)

104.3 Alternate SCA Meeting Styles

At the discretion of the Chair, when the normal procedure for holding a meeting is unworkable, meetings
expected to be of short duration, limited agenda or urgent in nature, may be convened and attended
through conference call or email (by replying to all). Vote results must be reported back at the next
regular meeting. (3-28-2007)
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105 RECORDS RETENTION

The Suburban Cities Association shall retain records for the period of their immediate or current use,
unless longer retention is necessary for historical reference or to comply with contractual or legal
requirements in accordance with IRS regulations and the Sarbanes Oxley Act

In the event of a pending claim or litigation against SCA, SCA should retain all documents and other
materials related to the claim until such time as the claim or subsequent litigation has been resolved.

Storage formats include original documents, or electronic storage adequate for the required time of
storage. The method for records destruction shall be at the discretion of the Executive Director.

(9-19-07)
200 FINANCE
201 FINANCIAL POLICIES
201.1 All bills shall be paid out of one account. (7-28-2005)
201.2 The opening/closing of bank accounts requires board approval. (7-28-2005)

201.3 The Treasurer's Report, prepared by the Executive Director, shall be submitted to the Treasurer
prior to the Board meeting at which it is made. (7-28-2005)

201.4 Individual written contractual financial commitments for future services, materials, and benefits in
excess of $10,000 require Board approval and two authorized signatures. (7-28-2005)

201.5 Unbudgeted expenditures which may cause SCA to exceed its proposed budget shall require the
approval of the SCA Board. (7-28-2005)

201.6 Member Cities should be billed during the month of December for the following year’s dues. Dues
should be payable within 60 days. (3/15/95)

201.7 Reserve policies
a) The association should maintain a minimum reserve of six months operating expenses at all times
based on the annual operating budget. (3/15/95, 4-15-09)

b) The association should maintain an Equipment Replacement reserve of a minimum of $6,000 to fund
unbudgeted capital expenditures. (Board 9/27/2006, 3/21/2012)

¢) The association should maintain a Contract Liability Reserve to fund the liabilities of all SCA
employment contracts. (Board 9/27/2006)

d) The association may apply unallocated operating reserves to the budget for the following year.
(4-15-09, Board 10/20/10)

201.8 The SCA should not operate with any deficit financing. (3-15-95)

201.9 Equipment Depreciation — Equipment with a combined value (purchase and installation costs) of
more than $2000 will be depreciated annually. (Board December 8, 2008)

201.10 The Executive Director has the authority to write off uncollectible debts in amounts up to and
including $500. Any debts larger than $500 must be authorized for write off by the Board of Directors. A
debt shall not be deemed “uncollectable” until it is overdue by a minimum of 120 days.

(Board 4/15/2009, 3/21/2012)
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202 AUTHORIZED SIGNATURES

202.1 The President, Vice President, Treasurer, Secretary/Executive Director of SCA shall be the
authorized persons named in the account resolution between any banks and SCA and they, on behalf of

SCA, may:
a) Open, close and deposit funds into any checking, savings, or time deposit account, or any
certificate of deposit (3-28-2007)

b) Obligate the Corporation to contracts and other agreements with the bank
¢) Deposit to the Corporation's account (and provide any endorsements for that purpose) any
negotiable item payable to the Corporation
d) Sign any check or draft
e) Withdraw funds from any checking, savings, or time deposit account, or any certificate of deposit
(7-28-2005)

202.2 SCA checks of $5,000 or more require two signatures. All other checks, including regular payroll
checks, require only one signature. The Executive Director may sign his/her own payroll check. (7-28-2005)

202.3 Payroll is done electronically. (7-28-2005)

203 ACCOUNTING SYSTEM

203.1 SCA shall maintain an accounting system according to Generally Accepted Accounting Principals.
(7-28-2005)

204 TAX REPORT

SCA shall file its Form 990 tax report with the IRS under its 501 (c)(4) designation. (7-28-2005)

205 CREDIT CARDS

SCA shall establish a bank credit card in SCA’s name with a combined limit of $10,000. The Executive
Director shall determine the authorized holders and respective credit limits.

(7-28-2005, 4-20-2011, 3/21/2012, 4/17/2013)
206 AUDIT

The books and records of SCA shall be audited at least every three years by a CPA approved by the SCA
Board of Directors and upon the exit of the executive Director. (10/22/2008)

207 INVESTMENTS

207.1 Investment Policies
a) Funds not covering current expenses should be maintained in low risk, liquid, interest bearing
accounts. (3-15-95)

b) Investment of funds in excess of current expenses may be invested in a specific investment plan that
is AA rated or better or the equivalent risk for unrated investments, and approved by the SCA Board.
(3-15-95)

¢) Consistent with the Uniform Prudent Investor Act, investments must be chosen based on their
suitability for SCA. Consideration should be given to the following;:

= financial condition;
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= current investment portfolio;
= need for income;
* investment objective; and risk tolerance and diversification

d) At least annually, the Board of Directors shall review investments for consistency with the SCA
Investment Policies. (6-9-2011)

208 BUDGET POLICY

208.1 Budget Adoption Procedure
1. The executive director shall submit an annual budget to the Executive Committee for the
coming fiscal year. (Bylaws 11-17-2004)
2. The Executive Committee shall annually submit a budget to the Board of Directors.
(Bylaws 11-17-2004)
3. Dues are assessed annually as determined by the membership adoption of the Association

budget. (Bylaws 11-17-2004)
208.2 Budget Adherence
All expenditures shall be made in accordance with the annual budget adopted or as amended by the
Board. (Bylaws 11-17-2004)

300 OFFICE/PERSONNEL MANAGEMENT

301 OFFICE LEASE

301.1 SCA may enter into a multiple year lease of office space with payments to be made monthly. The
lease shall include utilities, housekeeping, area for separate offices and a conference room. (7-28-2005)

301.2 SCA may enter into multiple year leases of office equipment with payments to be made monthly.
Annual service agreements may be purchased. (7-19-2006)

301.3 Renter's insurance shall be purchased for the office furnishings and contents. (7-28-2005)

302 AUTOMOBILE/TRAVEL REIMBURSEMENT

If a car allowance is not provided, mileage reimbursement for SCA staff will be at the current IRS
allowable rate. Request for all travel reimbursement must be submitted to SCA no later than 30 days after
the expense is incurred. (7-28-2005)

303 EMPLOYEE BENEFITS

303.1 Education

No contingencies shall be placed on the educational allowance provided in the contracts of each staff.
(7-28-2005)

303.2 Retirement

SCA shall provide Washington Public Employment Retirement System (PERS) in the method defined by

the Washington State Legislature. (7-28-2005)

303.3 Personnel Policies

S:\SCA Website\About SCA page\SCA Board Policies 4-2013.doc Page 6 of 20



The Suburban Cities Association Personnel Policies shall be approved by the Board. (7-28-2005)

304 EMPLOYEE PROTECTION (WHISTLEBLOWER) POLICY

If any employee reasonably believes that some policy, practice, or activity of the Suburban Cities
Association (SCA) is in violation of law, a written complaint must be filed by that employee with the
Executive Director or the President of the SCA Board of Directors.

It is the intent of SCA to adhere to all laws and regulations that apply to the organization and the
underlying purpose of this policy is to support the organization’s goal of legal compliance. The support
of all employees is necessary to achieving compliance with various laws and regulations. An employee is
protected from retaliation only if the employee brings the alleged unlawful activity, policy, or practice to
the attention of SCA and provides SCA with a reasonable opportunity to investigate and correct the
alleged unlawful activity. The protection described below is only available to employees that comply
with this requirement.

SCA will not retaliate against an employee who in good faith, has made a protest or raised a complaint
against some practice of SCA or of another individual or entity with whom SCA has a business
relationship, on the basis of a reasonable belief that the practice is in violation of law, or a clear mandate
of public policy.

SCA will not retaliate against employees who disclose or threaten to disclose to a supervisor or a public
body, any activity, policy, or practice of SCA that the employee reasonably believes is in violation of a
law, or a rule, or regulation mandated pursuant to law or is in violation of a clear mandate or public
policy concerning the health, safety, welfare, or protection of the environment.

Employees will be required to sign a policy indicating receipt and understanding of this policy. Their

signature also verifies that they have been provided with an opportunity to ask questions about the
policy. The signed policy will become a part of their permanent employee file.  (Board 4-15-2009)

400 DUES AND FEES

401 REVENUE

A combination of membership dues and special assessments shall provide revenue for SCA. (7-28-2005)

402 MEMBER DUES

402.1 The dues of the Association shall be assessed annually as determined by the membership’s
adoption of the Association’s budget. Assessments for special activities or expenses may be determined
by action of the Board of Directors with approval of a majority of the membership. All dues and
assessments will be based on the most recent official population figure for each city and town as provided
by the State Office of Financial Management (OFM). (Bylaws 11-17-04)
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500 MEMBERSHIP

501 CLASSES OF MEMBERS

The corporation shall initially have one class of voting members. Additional classes of members, the
manner of election or appointment of each class of members, and the qualifications and rights of each
class of members may be established by amendment to these Bylaws. (Bylaws 11-17-04)

501.1 Regional Affiliate Membership - SCA Regional affiliate membership is available to all cities and
towns in Kitsap, Pierce, and Snohomish Counties having populations of less than 150,000 that
demonstrate an interest in the purposes and programs of SCA and desire to make a useful contribution to
its work.

Benefits of SCA Regional Affiliate Membership:
1. Provide input to the SCA Public Issues Committee on regional policy issues
2. Meet with the SCA Caucuses at PSRC
3. Attend meetings of the SCA Board of Directors
4. Attend SCA committee meetings
5. Attend and participate on SCA work groups
6. Listing on the SCA web site (Board 5-17-2006)

501.2 Regional Associate Membership (Similar to AWC) - SCA provides an opportunity for private firms
and individuals with a public service interest to become members through a special "associate"
membership category. Associate members are non-voting members and are not eligible participate in
SCA's legislative policy development or to serve on the Board of Directors or committees. Application for
membership must be approved by the Association’s Board of Directors.

Benefits of SCA Associate Membership:
1. Participation in SCA conferences and workshops:
2. Invitations to serve as panelists/resource people.
3. Opportunity to display banner at SCA Annual Conference
4. Sponsorship of events at annual conference and other major events at a preferred membership
rate
5. Identification in the annual conference program
6. Listing on the SCA web site (Board 5-17-2006)

502 MEMBER EMERITUS

“Member Emeritus” shall be conferred by the Board of Directors on individuals meeting the following
criteria:
a) The individual must be retiring from his/her elected position with an SCA member city.
b) The individual must have provided distinguished service on behalf of suburban cities in King
County.
c) The individual must have served as an elected official of a member city for a minimum of 8
years.
d) The individual must have actively participated in SCA as evidenced by service on the SCA
Board or an SCA committee or task force for a minimum of 2 years. (7-28-2005)
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601

600 BOARD AND COMMITTEE STRUCTURE

BOARD

The Board of Directors shall have general control and supervision over the corporation and shall be

empowered to determine all questions of policy that may arise in all intervals between annual

membership meetings. (Bylaws 11/17/04)

601.1

601.2

602

Board Operating Procedures

a) Any director absent for three consecutive meetings, or for any other reason deemed detrimental
to the association, may be removed from office by a two-thirds (2/3) vote of the Board of Directors
at any time during his or her term at any meeting of the Board.

b) Any director may resign at any time with written notice to the President at the registered office
of the corporation, or by giving oral or written notice at any meeting of the directors. Any such
resignation shall take effect at the time specified therein, or if a time it is not specified, upon
delivery thereof and, unless otherwise specified therein, the acceptance of such resignation shall
not be necessary to make it effective.

¢) Any vacancy occurring in the membership of the Board shall be filled as voted upon by the
members.

d) A simple majority of the directors then in office shall constitute a quorum for the transaction
of business at any Board meeting. If a quorum is not present at a meeting, a majority of the
directors present may adjourn the meeting from time to time without further notice.

(Bylaws 11-17-04)
Conflict of Interest
Whenever a director or officer has a financial or personal interest in any matter coming before the
board of directors, the affected person shall a) fully disclose the nature of the interest, and b)
withdraw from the discussion, lobbying, and voting on the matter. Any transaction or vote
involving a potential conflict of interest shall be approved only when a majority of disinterested
directors determine that it is in the best interest of the corporation to do so. The minutes of
meetings at which such votes are taken shall record such disclosure, abstention and rationale for

approval. (07-19-2006)

COMMITTEES

The Board, by resolution duly adopted by a majority of the directors present at a meeting at which a
quorum is present, may designate and appoint one or more standing or temporary committees.

(Bylaws 11-17-04)

602.1 Membership

a) The Chair shall appoint the committee chairpersons and vice-chairpersons.

b) The committee chairpersons, in conjunction with the President of the Board, shall select the
committee members from the SCA Membership.

c) Each committee member shall be a voting member when determining policy, membership, and
operating recommendations to be brought before the Board for final action.

d) The committees shall reflect the geographic and size distributions of the SCA membership
whenever possible.

e) No more than one person per member city shall be selected to serve as a voting member on a
committee. This does not preclude persons from the member city from serving as a voting
member on different committee.

f) The Chairs of each committee shall review the proposed committee roster with the Executive
Director prior to issuing written notification to those who have been, and those who were not,
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selected as voting committee members. The purpose of this review is to ensure, to the extent
possible, that the members were selected in accordance with the committee member selection
criteria described in this section. (7-28-2005)

602.2 Committee Operating Procedures
a) Committee members are expected to attend each scheduled committee meeting. The members
selected to serve on the committees should not be absent from more than thirty percent (30%) of
the Committee meetings scheduled throughout the year. If any committee member is absent for
more than 30% of the scheduled meetings, the member will be asked by the committee
chairperson to begin attending the meetings or to voluntarily remove him or herself from the
committee. If the member does not voluntarily remove him or herself from the committee, and
does not attend any remaining scheduled committee meetings, at 50% absence, the Board of
Directors will ask for the resignation of the appointee. (Board July 22, 2009)
b) There shall be a minimum of three members chosen to serve on a committee.
¢) The committee members shall determine recommendations, when appropriate, based upon a
quorum having been established and a simple majority of the voting members of the committee

present.
d) A quorum shall be a simple majority of the voting committee members in attendance at a
scheduled committee meeting. (7-28-2005)

603 VOLUNTEER JOB DESCRIPTIONS
(See attached Appendix A) (1-26-2005)

604 EXECUTIVE SESSION

Prior to calling an executive session a motion must be passed by the board of directors to identify the
specific topics to be discussed. Those topics shall frame and limit the discussion. After the meeting,
actions of the executive sessions shall be reported to the board of directors for inclusion in the official
meeting minutes of the current or next board meeting, summarizing what was discussed and any
decisions made in the executive session. (7-28-2005)

700 APPOINTMENTS TO REGIONAL COMMITTEES AND BOARDS

701 APPOINTMENT POLICY

A member representing the Suburban Cities Association is expected to reflect policy which has been
developed by the Suburban Cities Association when sitting as a member of any regional committee,
board or task force. (8/16/1995)

701.1  Exercise of SCA Appointment Authority

a) Suburban Cities Association (hereafter, SCA) exercises appointment authority on behalf of its
member cities for those regional forums in which the suburban municipalities of King County,
other than Seattle, share representation and where, by charter, bylaw or interlocal contract, the
appointment authority is exercised by the affected jurisdictions.

b) SCA’s appointment authority for shared representation is valid for so long as SCA’s
membership comprises over 50% of the suburban municipalities containing over 50% of the
suburban population.

c) SCA may be asked to recommend appointments to regional forums where appointment
authority resides in others (state or county executives or legislative bodies). SCA is not
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responsible for the appointment subsequently made, staffing scheduling or information
distribution.

d) While SCA attempts to meet the representational requirements of regional bodies, it is the
policy of SCA’s board of directors to promote consolidation of regional issues in such a way as
to provide for effective decision-making through efficient use of our staff and elected officials’
time. This policy may be evidenced through the creation of the SCA Public Issues Committee.

(9-19-2007)

e) SCA shall retain discretion in accepting or exercising appointment authority for new forums,
based on the perceived value of the forum proposed, availability of elected officials or staff
with prerequisite knowledge, and the availability of alternate forums for exercise of the same
function. The Board shall be the final arbiter of acceptance of responsibility for new forums.

f) Board appoints staff representatives. (10-29-99, 7/28/05, 9/19/07)

701.2. Identification of Appointees

Regional Committee Appointments shall be recommended to the Board of Directors by December 1st

each year. (Bylaws 11/17/04, 9/19/07)
a) SCA shall, in the fall of each year, issue a call for nominations from the suburban cities of King
County for all open seats for King County and regional boards, committees and task forces.
b) SCA shall provide for notice to the membership of:

. all regional appointments currently being reviewed,

o the process and timeline for approval of appointments,

. any requirements or criteria for consideration

J appointments which are available due to retirement or resignation

c) The Public Issues Committee through its Nominating Committee shall review all pertinent
information and determine a draft list of appointments for the coming year with regard to the
following criteria:

J geographic distribution

J size distribution

. governance distribution

J ability to serve, interest in serving, past participation
J knowledge of the subject matter

d) Appointments may be continued from year to year, upon recommendation of the Public Issues
Committee and approval of the Board of Directors, based on:

J past participation and continued interest in serving,

J successful representation of membership interests in past efforts,

. information from the caucus chair, if any,

. comparative need for organizational continuity in any appointment.

e) Appointments are valid for one year unless specified by the governing authority (9/19/07)

f) Alternates will be appointed for boards, committees and task forces, according to the same
criteria as full members. (10/29/1999, 7/28/2005)

g) For vacancies and new appointment opportunities, SCA shall issue a call for nominations from
the Suburban Cities of King County and follow the procedure as outlined in b) through f) above.
Any vacancies occurring after August 1st shall be filled at the discretion of the Board of Directors.

(7/19/2006)
h) Appointment of electeds for terms less than 6 months or interim workgroups and task forces
shall be made directly by the Board of Directors (7/19/2006)

701.3  Roles and Responsibilities of Appointees
a) Appointees and alternates to regional forums are expected to attend meetings of the forum and of
the SCA caucus. At the beginning of each appointment year, caucus chairs, in coordination with
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g)

h)

701.4.

701.5

the executive director, shall establish steps to be taken in confirming attendance, notifying of
absences or other procedural matters concerning the forum. (9/19/2007)
Appointees and alternates should be knowledgeable of the subject matter of the forum, reviewing
materials and participating in discussion on behalf of the interests of the affected jurisdictions.
Appointees shall observe any protocols or procedures of the forum in which they participate.
Alternates should participate in all caucus meetings and in materials distribution on a par with
full members, including the discussion of any catucus consensus position

Alternates will be considered by the Board to succeed to full participation in any forum on the
resignation or illness of the principal appointee, for the duration of the current term. (9/19/2007)
Appointees and alternates should regularly report activities and pending issues of their forum to
SCA’s membership, through attendance and participation in SCA meetings of the Public Issues
Committee and/or membership meetings, written reports or electronic communication, as is
appropriate.

Appointees and alternates shall, in all matters for which they are a delegate of SCA, represent the
common interests of all member cities. Appointees shall notify the caucus lead and the Executive
Director of SCA in the event that the interests of the city for which they are an elected official
prevents them from or interferes with their representation of the interests of all member cities.

A representative designated as caucus chair by SCA’s appointees shall be individually
responsible for reporting forum issues and activities to the Public Issues Committee, and for
working with and being available to any assigned staff in support of that forum. (9/19/2007)

The caucus members should be responsible for identification of cross-forum issues and the
caucus chair should be responsible for communicating cross-forum or conflicting issues to the
Board. (Board 10/29/1999, 7/28/2005, 9/19/2007)

ANNUAL PREPARATION FOR APPOINTMENTS PROCESS

SCA will provide for a joint seminar to provide training and orientation for regional appointees,

alternates and any affected staff in January. This training will be scheduled to provide an

orientation vehicle for newly elected officials. Newly elected officials will also be invited to

attend.

e Caucus chairs and vice-chairs will be selected with consideration being given to geographic
balance. (9/19/2007, 10/19/11)

e Process for action will be identified

e Member staff will be assigned and duties identified

SCA, in consultation with caucus chairs for the various forums, will provide for an annual review

of existing forums, which may include external or internal assessments of the forum’s utility to

the member cities, effectiveness of the forum in meeting the needs of regional decision making,

and potential future value to the member cities. In consultation with the Board, SCA’s president

will provide for dissemination or communication of the annual review to member cities and

regional governments. (Board 10/29/99, 7/28/05, 9/19/07)

SCA Caucuses — Manner of Acting

Caucus Chair Responsibilities

e Determine if caucus meeting is needed

e Set SCA Caucus meeting agenda with the assistance of lead staff

¢ Have identified technical staff to provide technical briefing, as necessary

e Attend and chair SCA Caucus meeting.

¢ Confirm attendance of an SCA Caucus alternate in case of an absence

e Absent an SCA position, poll Caucus and develop a majority position of those present or
available prior to regional forum meeting. Absent a majority position, ask for a delay in
action. (9/19/2007)

e Attend regional forum meetings
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e Seventy-five percent attendance at both caucus and regional committee meetings is expected

e Serve as liaison to SCA Public Issues Committee; communicate SCA Board positions on
issues

e  Brief Public Issues Committee and solicit ideas and discussion when appropriate

e Present agreed-to motions to regional forum or designate this responsibility to other Caucus
member

e Coordinate political and policy issues with other regional forum members from Seattle and
King County as appropriate

e After an SCA appointee misses 30% of the caucus and/or committee meetings SCA shall
inquire about the intent of the appointee t fulfill his/her responsibilities. At 50% absence, the

Board of Directors may ask for the resignation of the appointee (7/22/09)
e Make every attempt to generate a caucus recommendation to SCA for the development of a
timely position statement (10/20/10)

b. Caucus Member/Alternate Responsibilities

e Represent SCA Board position on issues

e Review material in advance of meetings; participate in discussion and help develop Caucus
consensus

e Attend Caucus meetings and briefings.

e Attend regional committee meetings

e Seventy-five percent attendance at both caucus and regional committee meeting is expected

e Alternates participate as members in all activities except voting (7/28/2005)

e Absent an SCA position, the caucus chair shall poll Caucus and develop a majority position
of those present or available prior to regional forum meeting. Absent a majority position, the
caucus chair shall ask for a delay in action. Absent a delay in action, delegates represent their
perception of the position of the suburban cities. In the event of the latter, SCA appointees
may not further lobby their individual position as a representative of SCA. Absent an SCA
position or consensus by the caucus, appointees may lobby as a representative of their city
unless the issue has been identified as a divisive issue by the SCA Board of Directors. If the
issue is a divisive issue the appointees shall abstain from voting. (10/20/10)

e After an SCA appointee misses 30% of the caucus and/or committee meetings SCA shall
inquire about the intent of the appointee t fulfill his/her responsibilities. At 50% absence, the
Board of Directors may ask for the resignation of the appointee. (7/22/09)

c. Caucus Staff Lead
e Caucus staff will be appointed by the Executive Director when possible and appropriate.
(6/16/2010)
e Caucus staff should represent balanced geographic distribution
e The purpose of the caucus staff lead is to:
a. Support the public policy positions of SCA and the work of the electeds
assigned to the board/committee;
b. Support the caucus chair in planning agendas for SCA caucus meetings;
c. Advise the caucus on issues and concerns of the suburban jurisdictions, to
assist in drafting the background and recommended policy positions for the
SCA Public issues Committee; and
d. Assist in drafting the background and recommended policy positions for the
SCA Public Issues Committee. (9/19/2007)

702 REGIONAL PROJECT EVALUATION COMMITTEE FOR PSRC
702.1 Background
The Regional Project Evaluation Committee is a standing committee of the Puget Sound Regional

Council, established for the purpose of ranking projects consistent with the policy framework adopted by
the PSRC’s Executive Board. The Committee is made up of staff members from participating general
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governments and agencies, currently identified and authorized by a process administered by the
Suburban Cities Association of King County.

Staff who are designated as representing ‘other cities and towns’ in all four participating counties are the

only staff who must represent the interests of more than one unit of general government. Thus, it is

important that these staff are mindful of their role and responsibilities to ‘other cities and towns’.
(4-1-2004, 7-28-2005)

702.2 Process and administration
SCA'’s process for identifying and naming staff shall be designed to

e distribute representation from all geographic regions represented by these SCA cities as
equally as possible, by communicating with all cities in a geographic region on the occasion
of a vacancy ;

e provide for notice to all SCA cities through the mayor or chief executive officer, when a
vacancy occurs on the committee due to resignation or retirement of an existing staff
member;

e ensure that no city or individual staff person shall serve more than three funding cycles (six
years, the current ‘life’” of federal transportation enabling statutes) as a voting member of the
RPEC, without other cities in the geographic region having an opportunity to identify a staff
member to serve on the committee;

e open a call for nominations at the conclusion of each funding cycle (typically 3 years), to
ensure appropriate participation; (7-19-2006)

e provide staff members to serve as alternates to the full members of the RPEC. The alternates
shall be afforded preference in appointment when a member vacancy occurs;

e ensure that the King County-wide forum chair is a member of the RPEC, if that forum chair is
an employee of a city which is classified as one of the ‘other cities and towns’ of King County,
within the meaning of the Puget Sound Regional Council’s representational scheme.

The Board of SCA shall have final authority on appointments to the RPEC. (4-1-2004, 7-28-2005)

702.3 Roles and responsibilities
Staff members serving on behalf of ‘other cities and towns’ in King County shall endeavor to

e exercise judgment in the application of project ranking criteria in a manner that represents
‘other cities and towns’ in King County equally, without undue preference to projects within
their city;

e arrange regular communication with the group of cities represented on matters coming
before the RPEC, through electronic written reports or meetings;

¢ make themselves known to and available for consultation with elected officials serving on the
Transportation Policy Board or the Executive Board of Puget Sound Regional Council, to
ensure appropriate linkage among all parties representing ‘other cities and towns’ at the
Puget Sound Regional Council. (4-1-2004)

800 INFORMATION/EDUCATION/COMMUNICATION

801 CONFERENCE/NETWORKING DINNERS

801.1 Fees
SCA staff shall establish registration fees for all conferences and networking dinners based on the
projected cost of the conference/dinner and budgeted revenues for conferences/dinners. (7-28-2005)
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801.2. Reservations
1. Reservations should be made by the posted deadline. Late registrants and walk-ins are
subject to seat/meal availability.
2. Substitutions may be allowed with notice to the office. The substitute may not have a meal
option, but have to stay with the original meal order. (7-28-2005)

801.3 Payments — Complementary Meals
1. Cash or check will be accepted at the door.

2. (Cities and organizations not paying at the door will be invoiced.

3. SCA will bill the cities for all reserved meals not cancelled prior to the posted deadline.

4. Guests will be asked to pay at the event.

5. SCA staff and the main speaker will not be charged for meals. (7-28-2005)
801.4 Refunds

SCA shall refund conference/dinner registrations when:
a) A paid registrant cancels prior to the posted deadline in advance of the program.
(7-28-2005)
801.5 Attendance
All SCA educational seminars/networking dinners, including the Annual Meeting, shall be open to
nonmembers. (7-28-2005)

802 CANCELLATION OF CONFERENCES/NETWORKING DINNERS

If conference/dinner registrations do not reach a break-even point, it is at the discretion of the Executive

Director, upon consultation with the Executive Committee of the Board to cancel the conference/dinner.
(7-28-2005)

803 SELECTION CRITERIA

803.1 Best Practices Identification
1. Timely for utilization by other cities
Replication potential is good
Submitting city is willing to respond to inquiries from SCA members
Best practices from cities outside our region may also be accepted
Regional in nature
Timely
Has broad appeal for a large number of member cities (Board 3-9-2005)

N e

803.2 Speaker Selection Criteria
1. Major attraction — members won’t want to miss it
a. Deals with cities” current events
b. Deals with cities” future issues
2. Regional approach
3. Not someone members have heard in the near past in other settings
4. Affordable (Board 3-9-2005)

804 COMMUNICATING SCA PUBLIC POLICY POSITIONS

804.1. Upon adoption by the Board of Directors of a public policy position on county issues, SCA shall:
1. Produce a white paper on the topic
2. Direct the appropriate SCA Caucus of appointees
3. The President, chair of PIC and Executive Director shall meet with the County Executive to
solicit support
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4. Members of the Board will meet with KC Council members to solicit support
5. Caucus members meet with members of committee to gain support
6. Send letters to County Executive and KC Council

804.2. Upon adoption by the Board of Directors of a public policy position on regional issues, SCA shall:
1. Produce a white paper on the topic
2. Direct the appropriate SCA Caucus of appointees
3. The President, chair of PIC and Executive Director shall meet with the County Executive to
solicit support
4. Caucus members meet with members of committee to solicit support
5. Send letters to PSRC, County Executive, and KC Council

804.3. Upon adoption by the Board of Directors of a public policy position on state issues, SCA shall, if
appropriate:
1. Produce a white paper on the topic
2. Direct the appropriate SCA Caucus of appointees
3. The President, chair of PIC and Executive Director shall meet with the County Executive to
solicit support

4. Caucus members meet with members of committee to gain support

5. Send letters to AWC, PSRC, County Executive, and KC Council, and member city lobbyists
6. Send letters to Legislature and Governor

7. Find bill sponsor

8. Organize members to testify in collaboration with AWC (Board 5-17-2006)

805 SCA SPONSORSHIP OPPORTUNITIES
SCA shall promote sponsorship opportunities at various levels on its web site and through sponsored
events. (Board 9/27/2006)

900 EXTERNAL RELATIONSHIPS

901 POLITICAL RELATIONSHIPS

901.1 SCA shall not become involved in partisan political functions. (7-28-2005)

901.2 The position of Executive Director is non-partisan. No association funds shall be used for
attending political fund-raising events. (7-28-2005)

901.3 SCA may not provide information or contact lists or provide assistance in distributing information
for political use. (7-28-2005)

902 USE OF SCA MEMBER INFORMATION
SCA may not provide membership contact lists to outside organizations, businesses, or individuals.
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APPENDIX A

10.

11.

12.

13.

14.

SCA Job Description Board of Directors

The following description was adapted from materials from BoardSource.

Determines the association’s mission and purpose

Selects the executive

Supports the executive and reviews his/her performance

Ensures effective organizational planning

Ensures adequate resources

Ensures resources are managed effectively

Determines and monitors the association’s programs and services
Enhances the association’s public image

Assesses the board’s own performance

To accomplish the above the board member pledges to:

Regularly attend board meetings and important related meetings.
Make a serious commitment to participate actively in committee work.
Volunteer for and willingly accept assignments and to complete them thoroughly and on time.

Stay informed about committee matters, prepare himself/herself well for meetings, and to review

and comment on minutes and reports.

(Board 1-26-2005)
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SCA Board President’s Job Description

The following description was adapted from materials from BoardSource.
1. Is a member of the Board
2. Serves as the Chief Volunteer of the organization (nonprofit only)
3. Is a partner with the Chief Executive in achieving the organization's mission

4. Provides leadership to the Board of Directors, who sets policy and to whom the Chief Executive is
accountable.

5. Chairs meetings of the Board after developing the agenda with the Chief Executive.
6. Encourages Board's role in strategic planning

7. Appoints the chairpersons of committees, in consultation with other Board members.
8. Serves ex officio as a member of committees and attends their meetings when invited.
9. Discusses issues confronting the organization with the Chief Executive.

10. Helps guide and mediate Board actions with respect to organizational priorities and governance
concerns.

11. Reviews with the Chief Executive any issues of concern to the Board.
12. Monitors financial planning and financial reports.
13. Plays a leading role in fundraising activities (nonprofit only)

14. Formally evaluates the performance of the Chief Executive and informally evaluates the
effectiveness of the Board members.

15. Evaluates annually the performance of the organization in achieving its mission.
16. Performs other responsibilities assigned by the Board.

(Board 1-26-2005)
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SCA Vice President’s Job Description

The following description was adapted from materials from BoardSource.
1. Is a member of the Board
2. Attends all board meetings

3. Performs responsibilities of the President when the President cannot be available (see President’s Job
Description)

4. Reports to the Board's President
5. Serve on the executive committee

6. Performs other responsibilities as assigned by the Board.

(Board 1-26-2005)

SCA Board Secretary Job Description

The following description was adapted from materials from the National Center for Nonprofit Boards.
1. Attend all board meetings

2. Serve on the executive committee

3. Maintains records of the board and ensures effective management of organization's records
4. Manages minutes of board meetings

5. Ensures minutes are distributed to members shortly after each meeting

6. Is sufficiently familiar with legal documents (articles, by-laws, IRS letters, etc.) to note applicability
during meetings

7. Provide notice of meetings of the board and/or of a committee when such notice is required

(Board 1-26-2005)
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SCA Board Treasurer Job Description

The following description was adapted from materials from the National Center for Nonprofit Boards.
1. Is a member of the Board

2. Attends all board meetings

3. Understand financial accounting for nonprofit organizations

4. Manage the board's review of and action related to the board's financial responsibilities.

5. Work with the chief executive to ensure that appropriate financial reports are made available to the
board on a timely basis

6. Provides annual budget to the board for members' approval

7. Ensures development and board review of financial policies and procedures

(Board 1-26-2005)

SCA Committee Chair Job Description

The following description was adapted from materials from BoardSource
1. Is a member of the Committee
2. Sets tone for the committee work.
3. Ensures that members have the information needed to do their jobs.
4. Oversees the logistics of committee's operations.
5. Reports to the SCA Board of Directors.
6. Works closely with the Executive Director.

7. Assigns work to the committee members, sets the agenda and runs the meetings, and ensures
distribution of meeting minutes and materials.

(Board 1-26-2005)
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